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MEMORANDUM FOR: Chief, Document Division.
THROUGH : Chief, Processing BranchVL@F>

SUBJECT . Manpower Utilization in Document Processing.

1. The attached sheet presents statistical data based on the
monthly reports compiled by Document Division for the months of
February, March, and April 1958. An attempt has been made to
provide meaningful figures for day to day evaluabion of manpower
whbilization. These figures are based entirely on the reports
aubmitted by each processing stage during the three month period.
They do not necessarily represent the maximum capability of these
stages.

2. With regard to the number of documents processed, only
the material processed at each stage has been given. TDCS
documents and direct distribution items have been excluded from
the dissemination and distribution stages, and standard distribut-
ion items were counted only for the distribution stage. Where
processing has been organlzed by source, quentities have been
hroken down by source. There is a degree of inaccuracy 1n that
speciul coders tend to help with defense coding, thereby inflating
the Defense average and reducing the Special average. This
applies to some exbtent in other categories, but in general a
fuirly realistic picture is given.

3. With regard to productive hours per operation, the daily
averages include all net personnel reported in the monthly reports
cxcepbing the specifled gupervisors, and in the instance of
dissemination, one individual who is exclusively occupled with
direct distribution.

Iy, The productive factor is the quotient derived from the
division of documents processed into man days. The product of a
aiven amount of documents and the productive factor will be the
manpower required to process that amount of documents at that
sLaZe

5. No attempt has been made Lo analyze the receipt and despatch
operation, since the monthly reports have not reflected manpower
utilization for all the varied activities in this stage. It is
asgumed. thalt screening manpower has been reported under disseminat-
ion and coding by the Analysis Branch.
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